
APPENDIX I

GLOSSARY

ABBREVIATION-A shortened form of a written word
or phrase used in place of the whole.

ABSENTEE-A person missing at a muster.

ACCESS-The ability and opportunity to obtain
knowledge or possession of classified information.

ACRONYM-A word formed from the initial letter or
letters of each of the successive parts or major parts
of a compound term.

ACTIVITY-An organizational unit designated to
perform a specific mission or function.

ADMIN OFFICE-As used in relation to optical
character recognition documents, any personnel,
administrative, or executive office that has
responsibility for preparing OCR input documents
and for maintaining personnel records.

BOARD OF INVESTIGATION-An investigatory
body of one or more persons. No power of
subpoena. General term for all such bodies below
court of inquiry.

BRIEFING-Conference or meeting held to give
instruction or provide details on a specific
operation.

CONUS-Continental United States.

CONVENING AUTHORITY (CA)-The command
legally empowered to organize courts-martial,
courts of inquiry, and boards of investigations.

CORRESPONDENCE-As used in the Navy, the term
that applies to all written material including
publications, letters, memorandums, and forms.

COURT OF INQUIRY-Three or more officers
convened by any person authorized to convene a
general court-martial to investigate something. Has
subpoena power. Designated witnesses may have
counsel.

DEERS-Defense Eligibility Enrollment System.

DIRECTIVE-Military communication in which policy
is established or a specific action is ordered; plan
issued with a view to placing it in effect so directed,
or in the event that a stated contingency arises; any
communication that initiates or governs action,

conduct, or procedure. An instruction, notice, or
change transmittal.

DIRECTIVE CONTROL POINT-The individual
within a command whose job it is to oversee all

aspects of the Directives Issuance System.

DISCHARGE-A complete severance from all military

service in the U.S. Navy or U.S. Naval Reserve.

DODPM- Department of Defense Pay Manual.

DTG-Date-time-group.

ENLTRANSMAN- Enlisted Transfer Manual.

ER-Effciency review.

FLEET RESERVE-A form of retirement by which a
naval member who has completed more than 20 but
less than 30 years of active duty is released from

active to an inactive status.

FRC-Federal record center.

GCM-As used in naval justice matters, general
court-martial.

JAGMAN- Manual of the Judge Advocate General.

JFTR- Joint Federal Travel Regulations,

LSMP-Logistics Support Mobilization Plan.

MAPMIS-Manpower and Personnel Management
Information System.

MAPTIS-Manpower, Personnel, and Training
Information Systems.

MCM- Manual for Courts-Martial, United States,
1984.

MILPERSMAN- Naval Military Personnel Manual.

NAAS-Navy Activity Accounting Subsystem.

NARA-National Archives and Records Administration.

NAVAL MESSAGE-A typed piece of naval

correspondence that is transmitted via
telecommunications.

NAVPTO-Navy passenger transportation office.

NEC-Navy enlisted classification code.
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NJP-As used in naval justice matters, nonjudicial

punishment.

NMARS-Navy Manpower Authorizations and

Requirements Accounting Subsystem.

NMESS-Navy Manpower End Strength Accounting

Subsystem.

NMP-Navy manning plan.

NTI-Navy travel instructions.

OUTCONUS-Outside the continental United States.

PAYPERS MAN- Navy Pay and Personnel Procedures

Manual.

PCS-Pernmanent change of station.

PER DIEM-The allowance authorized to cover the cost

of quarters, subsistence, and other necessary
incidental expenses related to travel.

PERSUPPDET (PSD)-Personnel support activity
detachment.

PPBS-Planning Programming Budget System.

PROCEED TIME-A period of time authorized on
PCS transfers that is granted to ease the
necessary personal arrangements involved in a PCS

move.

PRR-Passenger reservation request.

PSHMDS-Preliminary shore manpower documents.

PSMDS-Preliminary ship manpower documents,

PSMDS-Pre l iminary  squadron manpower
documents.

RATE-The military rate of an enlisted person, such as
PO3, CPO, MCPO.

RATING-The professional rating of an enlisted person,
such as Yeoman, Personnelman, Quartermaster,
Postal Clerk.

SCM-As used in naval justice matters, summary
court-martial.

SDSPROMAN- Source Data System Procedures
Manual.

SEAOPDET-Sea Operational Detachment.

SEPARATION-The broad term used to describe any of
the various reasons an individual discontinues
active duty service. Types of separation include
discharge, release from active duty, transfer to the
Fleet Reserve, and retirement.

SGLI-Servicemen’s Group Life Insurance.

SORM-Standard Organization and Regulations of the 
U.S. Navy Manual.

SPCM-As used in naval justice matters, special
court-martial.

SSC-Sea/shore code.

SSIC-Standard subject identification code.

TAD-Temporary additional duty.

TDRL-Temporary disability retired list.

TICKLER FILE-A file that may be established and
used to remind administrative personnel of pending
actions or events.

UA-Unauthorized absence. The proper all-inclusive
term for a naval person absent without authority
from the command to which assigned.

UCMJ- Uniform Code of Military Justice.

VA-Veterans’ Administration; now Department of
Veterans Affairs.
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APPENDIX II

REFERENCES USED TO DEVELOP
THE TRAMAN

NOTE: Although the following references were current when this TRAMAN
was published, their continued currency cannot be assured. Therefore, you need to
be sure that you are studying the latest revision.

Chapter 1

Department of the Navy Correspondence Manual, SECNAVINST 5216.5C,
Secretary of the Navy, Washington, DC, August 1983.

Department of the Navy Directives Issuance System Manual, SEC-
NAVINST 5215.1C, Secretary of the Navy, Washington, DC, April
1970.

Department of the Navy Information Security Program Regulation, OPNAVINST
5510.1H, Chief of Naval Operations, Washington, DC, May 1991.

Department of the Navy Standard Subject Identification Codes (SSIC),
SECNAVINST 5210.11D, Secretary of the Navy, Washington, DC, October
1987.

Family Service Center Program, OPNAVINST 1754.1A, Chief of Naval
Operations, Washington, DC, 1985.

Manual of Navy Enlisted Manpower and Personnel Classifications and
Occupational Standards, NAVPERS 18068F, Bureau of Naval Personnel.
Washington, DC, 1992.

Naval Military Personnel Manual (MILPERSMAN), NAVPERS
Naval Personnel, Washington, DC, August 1991.

Navy Family Ombudsman Program, OPNAVINST 1750.1B,
Operations, Washington, DC, 1990.

15560, Bureau of

Chief of Naval

Remission of Indebtedness or Waiver of the Government Claim Arising from
Members of the Naval Service, SECNAVINST 7220.38E, Secretary of the Navy,
Washington, DC, 1986.

Standard Organization and Regulations of the U.S. Navy (SORM), OPNAVINST
3120.32B, Chief of Naval Operations, Washington, DC, 1986.

Unabridged Navy Index of Publications and Forms, NAVSUP P2002D,
Philadelphia, PA, July 1992.

U.S. Navy Regulations, 1990, United States Government Printing Office,
Washington, DC, 1990.

Yeoman 2, NAVEDTRA 10299, Naval Education and Training Command,
Pensacola, FL, February 1991.

Yeoman 3, NAVEDTRA 10298, Naval Education and Training Command,
Pensacola, FL, February 1991.
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Chapter 2

Advancement Manual, BUPERSINST 1430.16D, Bureau of Naval Personnel,
Washington, DC, July 1991.

Broadened Opportunity for Officer Selection and Training (BOOST) Program,
OPNAVNOTE 1500, Chief of Naval Operations, Washington, DC, June 1992.

Command Advancement Program, BUPERSINST 1430.17D, Bureau of Naval
Personnel, Washington, DC, 1991.

Enlisted Commissioning Program, OPNAVNOTE 1530, Chief of Naval
Operations, Washington, DC, June 1992.

Manual for Courts-Martial, United States, 1984.

Naval Reserve Officers Training Corps (NROTC) Scholarship Programs,
OPNAVNOTE 1533, Chief of Naval Operations, Washington, DC, 1992.

Navy Voluntary Education program, CNETINST 1560.3C, Chief of Naval
Education and Training, Pensacola, FL, 1991.

Nomination of Candidates for the Naval Academy-Naval Academy Preparatory
School Program, OPNAVINST 1531.4E, Chief of Naval Operations,
Washington, DC, 1986.

Officer Candidate Preparatory School, OPNAVINST 1530.6A, Chief of Naval
Operations, Washington, DC, January 1990.

Service procurement for Appointment Under the Active and Inactive Limited Duty
Officer and Chief Warrant Officer Programs, NAVMILPERSCOMINST
1131.1.1A, Bureau of Naval Personnel, Washington, DC, 1986.

U.S. Naval Reserve Officer Programs  Open to Active Duty Naval Enlisted
Personnel, OPNAVINST 1120.2B, Chief of Naval Operations, Washington,
DC, 1991.

Chapter 3

Career Information Program Management, NAVEDTRA 10238-A, Naval
Education and Training Command, Pensacola, FL, February 1990.

Enlisted Transfer Manual (ENLTRANSMAN), NAVPERS 15909D, Bureau of
Naval Personnel, Washington, DC, September 1988.

Manual of Navy Total Force Manpower Policies and Procedures, OPNAVINST
1000.16G, Chief of Naval Operations, Washington, DC, June 1990.

Navy Retention Program, OPNAVINST 1040.6A, Chief of Naval Operations,
Washington, DC, 1988.

Retention Team Manual, NAVPERS 15878-H, Chief of Naval Operations,
Washington, DC, March 1992.

Chapter 4

Department of the Navy Information and Personnel Security Program Regulation,
OPNAVINST 5510.lH, Chief of Naval Operations, Washington, DC, April
1988.
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Department of the Navy Standard Subject Identification Codes
(SSIC), SECNAVINST 5210.1 ID, Secretary of the Navy, Washington, DC,
1987.

Dictionary of Naval Abbreviations, Noel and Beach, Fifth Edition, Naval Institute
Press, Annapolis, MD, 1988.

Social Usage and Protocol Handbook, OPNAV 092-P1, Chief of Naval Operations,
Washington, DC, July 1979.

Telecommunications Users Manual, NTP 3(I), Commander, Naval Computer and
Telecommunications Command, Washington, DC, January 1990.

United States Navy and Marine Corps Awards Manual, SECNAVINST 1650.1F,
Secretary of the Navy, Washington, DC, August 1991.

Chapter 5

Department of the Navy Forms Management Program, SECNAVINST 5213.10C,
Secretary of the Navy, Washington, DC, 1982.

Department of the Navy Standard Subject Identification Codes (SSIC),
SECNAVINST 5210.11D, Secretary of the Navy, Washington, DC, October
1987.

Navy and Marine Corps Records Disposition Manual, SECNAVINST 5212.5C,
Secretary of the Navy, Washington, DC, 1985.

Chapter 6

Department of the Navy Information Security Program Regulation, OPNAVINST
5510.1H, Chief of Naval Operations, Washington, DC, May 1991.

Department of the Navy Standard Subject Identification Codes (SSIC),
SECNAVINST 5210.11D, Secretary of the Navy, Washington, DC, October
1987.

Navy and Marine Corps Records Disposition Manual, SECNAVINST 5212.5C,
Secretary of the Navy, Washington, DC, 1985.

Review of Proposed Administrative Issuances, SECNAVINST 5200.29B, Secretary
of the Navy, Washington, DC, 1983.

Standard Organization and Regulations of the U.S. Navy (SORM), OPNAVINST
3120.32B, Chief of Naval Operations, Washington, DC, 1986.

U.S. Navy Regulations, 1990, United States Government Printing Office,
Washington, DC, 1990.

Chapter 7

Naval Military Personnel Manual (MILPERSMAN), NAVPERS 15560C, Bureau
of Naval Personnel, Washington, DC, August 1991.

Navy Customer Service Manual, NAVEDTRA 10119-B1, Naval Education and
Training Command, Pensacola, FL 1988.

Navy Officer Recruiting Manual (CRUITMAN-OFF), volume 2,
COMNAVCRUIICOMINST 1131.2A.
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Chapter 8

Manual of Navy Total Force Manpower Policies, and Procedures, OPNAVINST
1000.16G, Chief of Naval Operations, Washington, DC, June 1990.

Chapter 9

Issuance  o f  Navy  Passenger  Transportat ion  Manual  ( P T M ) ,
NAVMILPERSCOMINST 4650.2A, Bureau of Naval Personnel, Washington,
DC, November 1987.

Joint Federal Travel Regulations (JTFTR), volume I, NAVSO P6034, Per Diem,
Travel and Transportation Allowance Committee, Alexandria, VA, July 1986.

U.S. Navy Travel Instructions, NAVSO P-1459, Office of the Comptroller,
Washington, DC, August 1985.

Chapter 10

Department of the Navy Information Security Program Regulation, OPNAVINST
5510.1H, Chief of Naval Operations, Washington, DC, May 1991.

Chapter 11

Enlisted Transfer Manual (ENLTRANSMAN), NAVPERS 15909D, Bureau of
Naval Personnel, Washington, DC, September 1988.

Issuance o f  Navy  Passenger  Transportat ion  Manual  ( P T M ) ,
NAVMILPERSCOMINST 4650.2A, Bureau of Naval Personnel, Washington,
DC, November 1987.

Manual for Courts-Martial, United States, 1984.

Manual of the Judge Advocate General (JAGMAN), JAGINST 5800.7C, Judge
Advocate General, Alexandria, VA, October 1990.

Naval  Military Personnel Manual (MILPERSMAN), NAVPERS 15560C, Bureau
of Naval Personnel, Washington, DC, August 1991.

U.S. Navy Regulations, 1990, United States Government Printing Office,
Washington, DC, 1990.

Chapter 12

Department of the Navy Information Security Program Regulations, OPNAVINST
5510.1H, Chief of Naval Operations, Washington, DC, May 1991.

Enlisted Transfer Manual (ENLTRANSMAN), NAVPERS 15909D, Bureau of
Naval Personnel, Washington, DC, September 1988.

Manual for Courts-Martial, United States, 1984.

Naval Military Personnel Manual (MILPERSMAN), NAVPERS 15560C, Bureau
of Naval Personnel, Washington, DC, August 1991.

Navy Guide for Retired Personnel and Their Families, NAVPERS 15891G, Bureau
of Naval Personnel, Washington, DC, March 1992.

Officer Transfer Manual, NAVPERS 15559, Bureau of Naval Personnel,
Washington, DC, August 1984.
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A

Access to center records, 6-12

Administrative assistant, 1-2

duties, 1-2

responsibilities, 1-2

Administrative investigations, 11-1

Administrative separation (discharge), 12-10

administrative board procedure, 12-11

findings and recommendations, 12-12

general procedural instructions, 12-12

notification procedures, 12-10

Advanced electronics field/advanced technical field,
2-9

Advancement, 2-2

other advancement programs, 2-7

preparing for Navywide examinations, 2-4

rewards and responsibilities, 2-3

Advancement examination, Navywide, 2-2

Allocation control, 3-1

Appearance at a customer service contact point, 7-6

Application for Commission or Warrant Rank, 7-8

instructions for filling out, 7-8

Apprehension of absentees and deserters, 11-15

Areas for possible analysis, 5-5

design of the forms, 5-6

distribution of copies, 5-5

frequency of preparation or use, 5-5

information in directives or instructions, 5-5

obsolete subject matter or situations, 5-6

usage of forms, 5-5

Assignment control, 3-1

Assignments, 3-1

humanitarian, 3-4

Navy manning plan, 3-2

Assignments-Continued

overseas, 3-5

personnel requisition, 3-2

projection system, 3-1

requisition priorities, 3-2

supporting information systems, 3-1

types of duty, 3-3

Attitude toward customer service, 7-1

Awards, 4-5

B

Benefits from forms management, 5-6

activity improvement, 5-7

DON headquarters improvement, 5-7

Navywide improvement, 5-6

Benefits of service members, 12-12

Department of Veterans Affairs, 12-13

National Service Life Insurance, 12-13

Servicemen’s Group Life Insurance, 12-13

social security, 12-14

U.S. Naval Home, 12-14

Veterans’ Group Life Insurance, 12-13

Billet requirements review, 8-5

Briefings, 10-2

foreign travel briefings, 10-3

indoctrination, 10-2

on-the-job training, 10-3

orientation, 10-2

refresher briefings, 10-3

special access programs, 10-4

special briefings, 10-3

C

CANTRAC, 2-10

Career Counselor Record, 3-15
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Career opportunities, 2-10

Censure, 11-8

nonpunitive, 11-9

punitive, 11-9

Ceremonies, 4-8

Change of command, 4-10

Charge sheet, 11-4

charges, 11-6

specifications, 11-6

Christening or launching, 4-9

Command Advancement program, 2-9

Commission, programs leading to, 2-11

Commission, revocation of, 12-4

Commissioning, 4-9

Common carrier, 9-1

Communication, 1-1

effective communication, 1-2

Congressional correspondence, 11-22

Cooperation, 7-3

Courtesy, 7-2

Customer service, 7-1

D

DANTES programs 2-2

Debriefing statement, 10-4

Debriefings, 10-4

Decommissioning, 4-10

Designation of billets for enlisted women, 8-6

Destruction dates, 6-10

Detailing composites, 3-2

Disability retirement, 12-5

Discharge, 12-10

Distributable communities, 3-1

Documentation of required interviews, 3-14

Duty, types of, 3-3

double sea duty, 3-3

neutral duty, 3-3

Duty, types of-Continued

nonrotated sea duty, 3-3

overseas shore duty, 3-3

partial sea duty, 3-3

preferred overseas shore duty, 3-3

sea duty, 3-3

shore duty, 3-3

E

Educational programs, 2-1

DANTES programs, 2-2

Enlisted Education Advancement program, 2-2

GED examination, 2-2

High School Completion program, 2-2

Instructor Service program, 2-1

National Apprenticeship program, 2-2

Navy Campus Basic Skills program, 2-1

Navy Campus Certificate/Degree program, 2-1

nonresident training course program, 2-2

off duty educational programs, 2-1

Program for afloat College Education, 2-1

training manuals, 2-2

tuition assistance program, 2-1

Emergency leave, 1-9

Enlisted separations, 12-7

expiration of enlistment, 12-7

expiration of tour of active service, 12-7

Fleet Reserve, 12-9

for convenience of the government, 12-8

fulfillment of service obligation, 12-7

homosexuality, 12-9

in lieu of trial by court-martial, 12-9

physical disability, 12-8

selected changes in service obligation, 12-7

Establishment and maintenance of records, 6-3

clearance procedures, 6-4

follow-up procedures, 6-3
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F

Fact-finding bodies, 11-1

court of inquiry, 11-1

fact-finding body not required to conduct a hearing,
11-2

fact-finding body required to conduct a hearing,
11-2

Final multiple score, 2-3

Fleet Reserve, 12-9

Formal social notes, 4-6

engraved invitations, 4-7

invitations, 4-6

replies, 4-8

wording, 4-7

Forms, 5-1

Forms, importance of, 5-1

Forms management, 5-1

administration of forms management establishing
the forms management function, 5-2

forms management records, 5-3

locating and staffing a forms management office,
5-2

objectives, 5-1

operating the forms management function, 5-3

Forms management, benefits from, 5-6

activity improvement, 5-7

better relations, 5-6

DON headquarters improvement, 5-7

economy, 5-6

efficiency, 5-6

improved records, 5-6

Navywide improvement, 5-6

Forms management records, 5-3

arrangement and contents, 5-4

collecting samples of forms, 5-3

cross reference, 5-5

discontinued forms, 5-5

Forms management records-Continued

filing forms by SSIC, 5-3

Forms review, 5-3

H

Highlights of forms management, 54

Homosexuality, 12-9

Humanitarian assignments, 3-4

I

Identification cards, 7-6

accountability, 7-8

control, 7-7

issue, 7-6

Indebtedness, 11-18

Initial disposition, 11-4

Insurance, 12-13

National Service Life Insurance, 12-13

Servicemen’s Group Life Insurance, 12-13

Veterans’ Group Life Insurance, 12-13

Interviewer’s appraisal sheet, 7-13

Invitations, 4-6

replies, 4-8

withdrawing an acceptance, 4-8

K

Keel-laying, 4-9

L

Leadership, 1-1

military leadership, 1-1

Letter of appreciation and commendation, 4-5

Limited duty officer career path, 2-13

M

Mandatory checklist for overseas transfers, 3-10

Manning control, 3-1

Manpower authorization, 8-5
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Manpower Change Summary Sheet, 8-7

Manpower requirements, 8-1

mobilization planning, 8-2

Navy manpower mobilization system, 8-2

reserve requirements determination, 8-2

time-phasing, 8-2

Manpower responsibilities, 8-2

advisors, 8-4

commanding officer, 8-3

Deputy Chief of Naval Operations (Manpower,
Personnel, and Training), 8-3

manpower claimants and subclaimants, 8-3

superiors in chain of command, 8-4

Message drafter, 4-1

Message files, 4-5

Message originator, 4-1

Message releaser, 4-1

Message user, 4-1

Messages, 4-1

classification, 4-3

message address, 4-3

operational and administrative messages, 4-3

precedence, 4-2

responsibilities, 4-1

standard subject identification codes, 4-4

subject and references, 4-4

text, 4-4

types of messages, 4-2

writing a message, 4-2

Messages, types of, 4-2

book, 4-2

general, 4-2

multiple address, 4-2

single address, 4-2

Methods of disposition, 6-9

destruction, 6-9

donations, 6-9

microfilming, 6-10

retirement, 6-10

transfer, 6-10

Military leadership, 1-1

Misconduct and line of duty, 11-10

deaths, 11-12

line of duty, 11-11

misconduct, 11-11

relationship between misconduct and line of duty,
11-11

Monitoring customer service, 7-3

Morale, 1-4

N

Naval standards, 1-1

NAVSTDS, 1-1

Navy enlisted classification structure system, 2-10

Navy security program, 10-1

effective security, 10-2

responsibilities, 10-1

Navywide advancement examination, 2-2

preparing for, 2-4

NEC, 3-2

closed loop NEC, 3-2

transitory NEC, 3-2

Nonresident training course program, 2-2

NRTC program, 2-2

O

OCCSTDS, 1-1

Occupational standards, 1-1

Officer separations, 12-1

dismissal, 12-5

dropping from the rolls, 12-4
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Officer separations-Continued

early release, 12-2

involuntary, 12-2

resignation for the good of the service, 12-3

resignation (qualified), 12-2

resignation to escape trial before a general court-
martial, 12-3

resignation (unqualified), 12-1

retirements, 12-2

revocation of commission, 124

separation for cause, 12-3

voluntary, 12-1

Other advancement programs, 2-7

Accelerated Advancement program, 2-9

Selective Conversion and Reenlistment program,
2-7

Selective Training and Reenlistment program, 2-9

Overdue reports, 6-6

notice to departments, 6-7

tickler system, 6-7

Overseas assignments, mandatory checklist for, 3-10

P

Paper work involved with officer separation, 12-6

discharge certificates, 12-7

orders for separation, 12-7

PARs, 2-4

Passenger reservation procedures, 9-7

Passenger reservation request, 9-7

Passenger transportation, 9-6

Per diem under the lodgings-plus system, 9-3

availability of government quarters, 9-5

computations, 9-4

constructive travel time, 9-4

day of departure from and day of return to PDS, 9-5

essential unit messing, 9-4

lodging expense, 9-3

Per diem under the lodgings-plus system-Continued

meals and incidental expenses, 9-3

receipts for lodging, 9-3

while at the TAD/TDY station, 9-5

Permanent change of station travel form, 9-9

completion and submission, 9-10

instructions for completion, 9-10

types of transfers, 9-9

Personal award recommendations, 4-5

commendatory remarks, 4-6

opening sentence, 4-6

statement of heroic/meritorious achievement or
service, 4-6

Personal problems, assistance with, 1-7

American Red Cross, 1-9

counseling and assistance center, 1-8

family service center, 1-7

naval legal service office, 1-8

Navy chaplains, 1-9

Navy Relief Society, 1-8

Navy Wives Organizations, 1-8

ombudsman, 1-8

Personnel advancement requirements, 2-4

Physical disability, 12-8

Power of attorney, 11-17

Preferral of charges, 11-4

Preparing for Navywide examinations, 2-4

Advancement Handbook for Petty Officers, 2-5

Bibliography for Advancement Study, 2-5

Manual of Navy Enlisted Manpower and Personnel
Classifications and Occupational Standards,
2 4

personnel advancement requirements certification,
2-4

Recommendation for Advancement in Rate or
Change of Rating (Worksheet), 2-7

Pride, 7-2
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Programs leading to a commission, 2-11

Broadened Opportunity for Officer Selection and
Training program, 2-11

chief warrant officer program, 2-12

enlisted commissioning program, 2-12

limited duty officer program, 2-12

Naval Academy Preparatory School, 2-11

Naval Reserve Officer Training Corps Scholarship
program, 2-11

officer candidate preparatory school, 2-12

officer candidate school, 2-12

United States Naval Academy, 2-11

Public reports, 6-6

Publications, list of required and recommended, 1-5

Publishing lists of reports, 6-6

list of current reports, 6-6

R

Recognition, 1-7

Record of the fact-finding body, 11-3

Records disposal, 6-7

authority for disposal, 6-8

defining records, 6-7

disposition responsibility, 6-8

what governs disposal, 6-8

Report of offense, 11-4

charge sheet, 11-4

initial disposition, 11-4

preferral of charges, 11-4

Reports control system, 6-1

assignment of report control symbols, 6-2

definitions, 6-1

inventory of reports, 6-3

list of canceled reports, 6-6

reports syymbols/report control symbols, 6-2

Requesting changes, 8-6

Required interviews, 3-12

17-year monitor interview, 3-14

incentive interview, 3-13

preretirement/separation interview, 3-14

reporting interview, 3-12

retention interview, 3-12

RESCORE, 2-7

Resignations, 12-2

Retention,3-5

required interviews, 3-12

Retention interview form, 3-17

Retirement ceremonies, 4-10

Retirements, 4-10, 12-2

disability retirement, 12-5

disposition, 12-6

statutory retirement, 12-5

temporary disability retired list, 12-6

Return of absentee, 11-16

Reviewing records, 6-10

S

SCORE, 2-7

Security Termination Statement, 10-5

Separation for cause, 12-3

misconduct or moral or professional dereliction,
12-3

retention not consistent with interests of national
security, 12-3

separation instead of trial by court-martial, 12-4

substandard performance of duty, 12-3

Separations, enlisted, 12-7

Separations, officer, 12-1

Ship’s secretary, responsibilities of, 1-2

accountability for correspondence, 1-3

administration of correspondence, 1-3

officer records, 1-4

ship’s directives and publications, 1-4
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Ship’s secretary, responsibilities of-Continued

supervision of captain’s Yeoman, 1-3

supervision of COs personal correspondence, 1-4

Short-format change request, 8-7

Special services, 1-7

Standards of customer service, 7-6

Suitability for Overseas Assignment, 3-6

Supervising a customer service contact point, 7-3

Suspect’s right acknowledgement/statement, 11-2

T

TAD MALT, 9-2

TD HUMS, 34

Temporary additional duty travel allowances, 9-2

Terminating files, 6-10

Timely arrangement of transportation, 9-6

Training manuals, 2-2

TRAMANs, 2-2

Transportation in kind, 9-1

Travel, 9-1

Travel codes, 9-8

Travel terms, 9-1

Types of general records, 6-9

U

Unauthorized absence and desertion, 11-12

apprehension of absentees and deserters, 11-15

deserters, 11-15

return of absentee, 11-16

unauthorized absentees, 11-12

W

Warrant officer career path, 2-13

Where to ship and how, 6-11

classified records, 6-11

federal records centers, 6-11

packing for shipment, 6-11
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